»

Approved For Releast 2001/08/09 : CIA-RDP78-05747A000100170026-3

b Hovember 1962

Suppoert Officers
SUBIECT s Applicetion of Vieminle Insons Pz o Ageney Fployees
REFERENCE : R d:ted 20 Novsmber 1962, 25X1
' 8o Subject A

1. Your assistance is requested in obtelning from employses at
Heodquartors tox exerption forms required by the now Virgindo incoma
Lako

5.  As described in the reference, employees residing 1o Vieginio
re required to complete ~nd provide to your office by 10 Deccubor 1962
sn originil of Form VA-k, "Virginia Emplayee's Withholding Exemption
Sertificite”. Such forms should be forwarded {in butches ae socumulated)
to the approprictc pyroll offices by close of business 13 December 1962.
Certificotes must be received in the psyroll offices by thet date to be
mede effective with the period ending 22 Decewber 1962, for the first
selury poid ofter 1 January 1963 and subject to the new withholding.

3. In order to help employees rvoid del.ys «nd mistekes, you
-re requested to verify thet euch cartificete iz signed by the employee,
showe the -myant of coeuption clrimed snd the employes’s seriul mumber
which should be inserted in the upper right hand coxner of the form.
Seriel mumbers will be found on Forms 20, Time nnd Attendancs Reports;
Combrol Idsts fer Forms 20; Forms 642, Personnel Emergency -nd Locrtor
Record; uve le. ve lictings.

4. It is suggested thet Yorme 642, Personnel Emergency .nd locstor
Records, in yowr offics be reviewed to determine those empluyeas who live
ip Vieginis who showld file. Drsed upon & count of such @mployees, -
supply of Porms VA-4 should be cbteiped frow stock rooms Pfor distridbuvtion
%0 such cuployaes.

5. A fow Forms VA=-b :nd VA=3, Carbificate of Non-Residence, should
be kspt on hand to meet fulwoe requivements for amployees to £ils ~mended
certifientes, for employees who return from sbrosd und for those who .re
reassizned betwesn confidentisl nnd vouchercd Tunds pryrolls
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